
 
 
 
 
 
 
 

POSITION DESCRIPTION 
 

Secondary School Student Services Coordinator (Years 7 – 12) 
 
 
JOB TITLE  
Secondary School Student Services Coordinator (Years 7 – 12) 
 
CLASSIFICATION  
Remuneration and conditions will be commensurate with experience and qualifications, 
informed by the Queensland Lutheran Schools Single Enterprise Agreement 2016. The 
Coordinator must be a registered teacher.  
 
ROLE DESCRIPTION 
The Secondary School Student Services Coordinator oversees a team of teachers and 
support staff who provide holistic services to support student learning in the Middle and 
Senior School. The Coordinator is responsible for the overall co-ordination of the work of 
the learning support team, the oversight of the Restorative Reflection processes (for 
behaviour management), some teaching  (in the Learning Support area or in another 
subject area), maintenance of files according to the College’s Privacy Policy, supervision 
of Special Consideration Policy, development of procedures, allocation of Case 
Managers/Mentors and support of classroom teachers as they work with students who 
have been identified by Student Services within and beyond the NCCD process.  The 
Coordinator will have the special responsibility of continuing to uphold and embed the 
principles of Restorative Practices in all aspects of the operation of Student Services.  
 
Key aspects of this role include:  

 identifying and supporting students in need of learning support, learning 
enrichment, pastoral care, behaviour management and spiritual help;  

 the oversight of the NCCD data collection and processes to ensure students are 
identified, supported and differentiated practices in classrooms are catering for 
students needs; 

 leading the Teacher Aide team and supporting classroom teachers to ensure the 
College lives out ‘nurturing the individual’ (Mission Statement);  

 Case Management/Mentoring for students who are in need of regular support and 
services also monitored by the SWAT team (Student Welfare Action Team);  

 Organise assessments of students with special needs as appropriate; 

 Ensure appraisement/ascertainment is conducted in a timely manner and IEPs   
are produced according to the guidelines; 

 Monitor the IEP in collaboration with teaching staff and aides; 

 Manage the Restorative Reflection process, keeping accurate records and 
communicating according to the procedure with classroom teachers; 

 Manage the Special Consideration Policy, ensuring appropriate communication 
with classroom teachers, Director of Learning Pathways and Destinations and 
Student Services Staff; 



 Keep files of all students who use Student Services in an efficient manner 
according to the Privacy Regulations. 

 
The Secondary School Student Services Coordinator is a member of the Learning 
Leadership Team and the SWAT team.  
 
ORGANISATIONAL RELATIONSHIP 
The Secondary School Student Services Coordinator is responsible to the Principal 
through the Deputy Principal/Head of Secondary School and/or the Director of Learning 
Pathways and Destinations (Line Managers), for the leadership, organisation and 
supervision of the work of teacher aides and students. This is a Position of Added 
Responsibility (PAR), above and beyond the role of a classroom teacher. In the third year 
of the contract the coordinator shall cyclically undergo a 360 appraisal and performance 
review for professional development purposes. 

 As the College continues to grow the roles and responsibilities of the position may be 
redefined through negotiation.   
 
LEADERSHIP POSITION EXPECTATIONS  
As a leader within a Christian school it is expected that the Secondary School Student 
Services Coordinator  models professional practices and fosters a whole of school 
approach to learning consistent with the College’s Mission, Vision and enacting the 
Learning and Teaching Framework and Lutheran Education Australia’s Growing Deep 
Framework. The enactment of the Strategic Plan through aligned departmental action 
plans and the measurable progress towards these goals are key performance indicators. 
Meeting all internal and external (QCAA and ACARA) requirements for learning and 
accreditation purposes are also requirements of this position.  
 
The following list of duties and responsibilities is intended to assist the Secondary School 
Secondary School Student Services Coordinator to reach an understanding of the nature 
and extent of their role. It is also useful for self-evaluation.   
 
STRENGTHENING LUTHERAN IDENTITY  
As a leader in a Lutheran School the Secondary School Student Services Coordinator is 
expected to work towards strengthening our Lutheran identity. This means they are 
expected to:  

 

 Be committed to promoting and celebrating the Gospel in keeping with the ministry 
and mission of St Andrews Lutheran College and Lutheran ethos.  

 Support and contribute to the growth of a strong Christian faith community through 
personal example and professional leadership. This includes participation in chapels, 
staff devotions and retreats. 

 Ensure that Christian Worldviews are an essential part of the curriculum. 

 Support the Lutheran ethos of the College. 
 

ENHANCING EXCELLENCE AND EQUITY IN LEARNING AND TEACHING  
The Secondary School Student Services Coordinator is expected to work with other key 
leaders to promote excellence and equity in teaching and learning. This means they are 
expected to:  

 

 Place learning at the centre of planning to ensure that there is a diverse, personalised 
learning path with an effective learning environment that aims to optimise student 
learning. 



 To hold regular meetings (formal or informal) with staff of Student Services to 
develop a team approach.    

 To meet with the SWAT team to allocate mentors and monitor student progress.  

 To liaise with Chaplains where appropriate and where spiritual issues arise. 

 To develop Individualised Education Plans (IEPs) and to meet regularly with 
parents.  

 To assist and encourage staff in their professional development  

 To advise and assist Student Services staff (and classroom teachers)  in 
addressing student needs and difficulties 

 Keep classroom staff informed about the needs of students and offer guidance 
where needed. 

 Use and coach teachers to use, formal and informal data to monitor and plan for 
effective, personalised teaching and learning across the College.  This includes the 
use of external data generated by NAPLAN, PAT tests and other standardised 
measures.  

 As a classroom teacher model high levels of pedagogical expertise, collaboration and 
teamwork in the enhancement of student outcomes.  

 Actively support the co-curricular programs of the College and the holistic 
development of students. 

 
ENGAGE IN ONGOING IMPROVEMENT AND INNOVATION 
As a leader of academic learning in the College the Secondary School Student Services 
Coordinator is expected to lead the growth of a culture of continual improvement and 
thinking that places high value on academic learning. This means they are expected to:   

 

 Engage in ongoing learning and development and model ongoing growth and 
continuous improvement. 

 Produce and implement clear departmental improvement plans.   

 Enhance an effective culture of continuous improvement in your department area 
with goals that are in alignment with the College’s Learning and Teaching Framework 
and Strategic Priorities.  This includes coaching staff and the support of engagement 
in reflection, collaborative planning, monitoring and review in your department. 

 Grow the capacity of others and oversee peer coaching and collaborative practices 
in and across department areas.  

 
COMMUNITY BUILDING 
The Coordinator of Student Services is expected to build and enhance community 
through collaborative and servant leadership. This means they are expected to:   
 

 Develop and maintain positive partnerships and collaboration with colleagues, 
students, parents, carers and the wider community.   

 Promote and value the College as a positive, caring and effective learning community 
within the broader community. 

 Nurture positive culture and practices in the department to support student learning 
and adapting to change.  

 Professionally enhance, encourage and support student learning outcomes and 
wellbeing. 

 Be responsible for their own health and safety and for the health and safety of 
persons around them.  

 Comply with all statutory health and safety rules applying to the position. 

 Investigate areas of concern, problem-solve and in collaboration with the Principal 
initiate policies and action to enhance the educational and spiritual mission of the 
College. 



 Maintain harmonious relationships and resolve conflict through following the 
College’s Restorative Practices. 

 Build partnerships with other learning agencies including QCAA, ISQ, LEQ, 
universities, industry partners in the field and professional education networks. 

 
EFFECTIVE ORGANISATION AND MANAGEMENT 
The Secondary School Student Services Coordinator is expected to exercise effective 
management and administration to facilitate the educational process. This means they 
are expected to:   
 

 Model effective leadership and organisation. 

 Write or to support staff to develop learning plans and differentiated curriculum. 

 Oversee effective, fair and valid assessment, moderation and reporting procedures 
in keeping with College policies and external agencies requirements (QCAA).  

 Promote active, purposeful, contemporary learning experiences consistent with 
College priorities and current research into enhancing student outcomes.  

 Support differentiated practices that focus on personalised learning enhancement, 
extension and targeted intervention based on student achievement.   

 Ensure that all compliance requirements are met in relation to teaching and learning 
in your department area. 

 Liaise with colleagues to ensure continuity of curriculum across College.  

 Prepare budget submissions and make recommendations for resourcing in line with 
College and departmental priorities and learning.  

 Manage an approved budget and prioritise expenditure to maximise learning.  

 Monitor the performances of students and report using data to or address any areas 
of concern. 

 Respond to and investigate areas of concern (expressed by parents, students or 
staff), problem-solve and in collaboration with the Deputy Principal and/or Principal 
initiate action to enhance the educational and spiritual mission of the College. 

 
WORKPLACE HEALTH AND SAFETY 
Specific duties include: 
 

 Setting the example for all employees to follow and implement the concepts of 
workplace health and safety. 

 Discussing the safety aspects of all operations with their employees and ensuring 
that employees understand that health and safety is important to themselves and to 
the College. 

 Ensuring that safety is included in all employees’ induction and job training sessions 
and ensuring that no employee is required to undertake a task without adequate 
safety instructions and job specific training. 

 Ensuring that staff under their delegation are aware of their workplace health and 
safety responsibilities and follow procedures that are established for health and 
safety e.g. excursions procedure. 

 Responding to all employee safety suggestions and taking appropriate action to 
correct any sub-standard conditions, or reporting to the Principal items beyond their 
authority to remedy. 

 Ensuring the highest possible standard of housekeeping is maintained throughout 
their area of control.  

 Applying disciplinary practice when employees or students fail to discharge their 
health and safety requirements. 



 Being familiar with legal and school requirements applicable to the health and safety 
of the workers for whom they are accountable, and to operate within the terms of 
these requirements. 

 Ensuring that all workers under their control are aware of the location of first aid 
facilities, fire protection facilities, evacuation procedures and other emergency 
procedures. 

 
 
 
 


